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Space Management Procedures, National Capital Region

-cutive order U035, %MMW- of F@=~ ~ce ~-~ w

July 9, 1$)62
Federal Roper@~ Re@atlom, (ISA
DOD msta’uctlon 5305.3, “mpar—nt of Dsfense Space Occupancy

Oulde for the Eational Capital Rqlon, w Hsy 2s, 1$)66
MD Instnactlon 595.4, ‘~stmtive Space Report,

lfatlonal Capltsl Re@on, “ ~ 4, 1$66
DoD mX’eCtiW 5305.2, %oentralizatlm of Department of
Defense Act$titie8 k tti Batlmal Cqdtal Region, ”
Septedber 24, 1963

DoD Instruction 4165.12~ “Rlor ~ for Real Roper&
Actions, ” Feb~ 6, 1967 *

mD m.rectsve 4165.6, ‘%ea.t ~; Acquisition, knagement
Ld Msposal, w September 15, 1955

IbD 4270 .1-M, DoD Construction Criteria Manual, *
authorized by IbD Instruction 4270.1, November 17, *
1967 *

DoD Directive 7om2, “ProgrsIu for nup~t in Financial
Management In the Area Or -rlations rOr Acquisition
S@ Construction of Hllltsuy Real Roper&, w J~ 18, 1961

DoD Directive 42w.24$ “Operatlona  and Mtenance Facilities
Rogram--Minor Construction Rogrsn--Rcwsmning, Review,
and Reporting Rocedures, w J- ~~ 1961

~s Instruction sets forth procedures for the scqulsltion and effective
use of Federally-owned and leased dminlstratlve space by Depehment of
Defense components located In the !latlmal Capital Region In accordance
with objectives stated in references (a), (b), d (c).

APPLIcABnmr

9!b provisions of this xnstructlon apply toaUDoDcUuponents located,
or seeking location, in the Eatlonsl Cspltal Region, rqymlless of
uhether the space involved 18 ~t-ownd or leased, or Wk’tk
It 1s der tb control of the~ Servlce6 Administration or the
DOD.

A, D. C. Ms&qpdStan Area: Inclwles the m-et of
c-la -*-W - ~ (ieoages cmntles In ~=; aml
&14xuc& ad Fdrfax counties, plus the cltles of Al~a,
Fdrfqand Fs31schurchin~a0
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B. Batlonel Capital ReRlon (I@: Includes the Washington, D. C.
M3tropolltan Area plus Loudoun end Prince WilUsm counties in

c. Adminlstratlve (or General Puxpose) Space: Buildings or portions
of buildings which are suitable for the use of Federal agencies
generaUy in conducting  their assigned programs. The physic~
Chsu’acterlstlcs  of tb space q be of the office, storage, or
speclsl types, or a cmtbination  thereof.

D. Specle3 Purpose Space: Space which la wholly or predominantly
tatlored tothe speo%al purposes  of ● Federal egenoy end is not
g-~ 8UiMla for w * other agencies, e.g., Mmratories,
=mfactuSU Plants, hcqitals, ~ars, bu’r~s, mesa IislM,
service clubs, poti exohanges, and ~ f acilitle8.

E. OffIce Type me: This 16 space which provides en environment
suitable for em office operation. This includes} but is not
UEdted to, suiteble end adequate lighting, heat and ventilation,
appearance, accesalbiMty,  circulation, floor covering, and sound
cmtrol. The space w consist of a large open area or may be
partitioned into rooms. _les Of office type space include
conventional offices, conference rooms

~
classroom, credit unions,

and supply rocma (when in office space . For the pUxTOse of
detailing sq r-rements on DD Fo~ 1450 and 1450-1
(kti-e 1), Office me space is subdltided into “private work
stations, “ “open work stations, ” “unit equipment, ” =d
“dmlnistrative support space, ” defined below

F. Wivate Work Statiom A room OCcupted by one principal, or in
sane Instances, by a principal ad hls secretary.

‘“ ~ OffIce space occupied by two (2) or more
individuals other than a principal and hls secrettuy), the
furnishings ad equipment required for their work, plus circula-
tion space.

H. qen Work StatIon: That portion of an open office space area
aUocated to an iMividual to accaate the furntture and
eq@~t necesq for perf~ng hls work, plus a s-e of the
ad~acent tisl.e.

I. blt EquIpment : l!bse items of fumltwe ti equipment housed
in(lpen(?ffi ce~spacetich arenotaseti~onemrk
statlon~ i.e., bookcases, co~s, office machines, safes,
files, tables, etc., not used axcluslvely by one Individual.

J. Administrative Sqpport Space: All office type space not classi-
fied either as private or open &fIce space, e.g., conference
room, XI ~, training rams, file rooms, reception roam,
duplication zxms, supply roas, librsu5es (except fixed stacks),
etc.
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K.

L.

Storage &pe Space: Thls Is space which is suitable for storage
of supplies, equipment, records} material, etc., and which does
not provide an environment suitable for an office operation.
This type would include but not be Umited  to vaults, closets,
and unconverted attic and basement areas, as well as space built
for warehousing and records storage. Its interior treatment is ‘
such that it cannot be classified as suttable for office space.
@ GSA controlled space, GSA U make assignments of storage type
space in accordance with this definition. )

Special Type Space: This is space which by reason of installed
fixed facilities or utiU.ties is adapted for special use.
Included would be laboratories, dark rooms, electronic data
processing rooms (cmputer roms) with specisl air conditioning,
industrial type operations with installed equ.lpment, etc. (In
GSA controlled space, OSA will tie assignments of special type
space in accordance with this definition. )

A. The
for

1.

2.

3.

4.

B. The

Assistant Secretary of Defense (Administration) is responsible
overall DoD space planning and management functions, including:

Evaluation of DoD space utilization.

@tainl.ng administrative space from GSA, as required, and
subsequently assigning, uitMrawing, and reassigning such
space uit~n the DoD.

Cmrdinating with the Assistant secretary of Defense
@stallations and Logistics) on avsilabilQty of excess MiUtaxy
Department-controlled space for possible use by other DoD
ccaponent s .

Preparing necessary overall DoD space reports for the NCR, based
on quarterly reports subdtted under the provisions of DoD
Instruction 5305.4 (reference (d) ), for subndsslon to GSA and
other external sources as reqyired.

~es of the MUI* Departments, the Directors of
Defense Agencies, and the Assi-itant Secretaiy  of Defense
(A.ddnistration) (for the Office of the Secretary of Defense and
Joint Chiefs of Staff), vU. each designate a lKZl Space Coordinator
to He internal adndnistrative space matters, imludbg:

1. (btuct of space requlramlx d Utixzatlon Survqs and taking
other necessary action to Insure fuXL - efficient use of
ssslgned administrative space.

2. mlm of GSA-controlled space to ASD (A) Ixo@ly -n P~
Sre curtailed or discontinued.
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3. Preparation LWX3 subndsslon of requests for additional space
to ED(A).

4. Reparation and submission of space reports as required by
DoD Instruction 5335. k (reference (d)).

v. FmcEmEm

A. Forms

DD Fores 1450 and 1450-1, attached 8s enclosure 1, shall be used’
for (1) estimating space requirements for new activities (2)
analysis of space utilization by -sting activities, (3\ back-up
in connection ‘with the release of space or space requests, and
(4) the layout of assigned space. InstructIons for use of the
forms are printed on the reverse side of DD Form 1450.

B. Release of Space

1. General.

a.

b.

Whenever programs are curtxdled, merged, modified, or
eliminated, or whenever requirements are reduced for
yhatever reason, MCR Space Coozdlnator8 will take timely
steps to recover administrative space which till no longer
be required by the occupying DoD Component.

The amount of space no longer required will be determined
by deducting fr-&L the t~ space involved the residusl
requirements, if any, calculated by using DD Forms 1450
cud 14>1, and applying the space zillowance criteria
shown in DoD Instruction 5305.3 (reference (c)).

2. GSA controlled Space. NCR Space Coordinators wi21 report
all space recovered in GSA buUdings to the ASD(A) for
reas~t within the DoD or release to GSA.

a. The RX Coordinator reporting space recovered may at
the sama time request retention of the space to meet
nev requir~ts, but the request must be accompanied
by DD Forms 1450 * 1450-1.

b. Space requirements then current will be evaluated ulthin
MSD(A) and recovered space wUl be reassigned on a
~ prlox’I& bash, giving first preference to the
reporMg lmRspace CoorunatoruheImer possible.

3. Mllltary Controlled Space. Military Dqu%ment lCR Space
Coordinators will be the centml points for recelvlng
reports, throwzh normal =llltam -*s of ~le
Adnlsiratlve-qmce under the ‘Gontrol
Nilitary Dqdaents. Where aultable,

4
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used by the apqmopriate RCR Space Coordinator as the primary
resource for meeting pending space requirements within the
Militsry lkpartment concerned. Space excess to the needs
of that Milltary Department will be screencxl through OASD
(I&L) and QASD(A) to satisfy possible requirements of other
DoD Components.

c. Requests for Space

1. HCR Space Coordinators wiU subndt requests for administrative
space In the HCR to the ASD(A). All requests till be based on
application of the space allowsnce criteria set forth in DoD
Instruction 5Y5. 3 (reference ~)), end will be accompanied by
DD Forms 1450 and 1450-1, ad Standard Form 81, in dupllcate.
Included in each request for space wl.11. be a statement regarding
the feasibility of relocating the activi~ fran the HCR, in
conformance ulth DoD Directive 5*5.2 (reference (e)). Further,
a statement wi12 be included regarding the availability of space
to meet the requirement within current space holdlngs in both
GSA-controlled buildings and in Milltarg Department-controlled
buildings.

2. Requests for administrative space for activities now located
outside the XX, but which are to be relocated to the lVCR,
will be ackompan.led by s copy of the amroval rewired by
Section IV, DoD Directive 5305.2, (reference (e))

3. Requests mibndtted by NCR space CoorUnators uiU. be reviewed
within OASD(A) to assure ccmplAance with DoD Instruction
535.3 (refer~ce (c))= -ed q=e re@r==ts ~ be
met by assignment of space already allocated to DoD in GSA-
controlled buildings or in MUitaxy Department- controUed
buildings where such space has been reported as available.

a.

b.

c.

If requirements for space in the Washington, D. C.
Metropolitan Area cannot be satisfied frcm current DoD
space holdings, the ASD(A) U request GSA to assign
the space required. (~c 8 first source till be in
Government-owned buildings or in space already under
lease to the Gwernment. If nelthsr is avalltible, GSA
will be requested to acquire new space. )

In the event that leased qace Is furnished by GSA, reim-
bursement will be required until GSA can budget for such
space, and approvals ulll be required as outlined in DoD
Instruction 4165.12 (reference (f)).

When GSA determines t-t a XIculsr requiraaent is
“special purpose space;” =~a~tforw=e
in Loudoun - Prince WiUlam coumties cannot be satisfied
fraa current DoD space holdings, fb ASD(A) till notia
the NCR Space Cocndinator involved that the requested
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space ~ be procured through existing MUltary Depart-

ment procedures prcxnul&ated In accordance with DoD
Directive 4165.6 (reference (g) ).

4. Space requests for short-texm conference or seminar purposes
wiU be processed in the same manner as long-term space
requests, as described in V.C. 1. and 3., above.

Space Exchang es

Exchanges of space between DoD Components are encouraged. However,
OASD(A) approval will be required before conmnmation.

Space Alterations

1.

2.

3*

4.

General. Rearrangement and alteration of assigned space uilJ.
be in consonance with DoD Instruction 5305.3 (reference (c)),
future issuances concerning interior treatment of space, snd
good layout practice.

GSA-Controlled Space. To request building alterations in GSA-
controlled space, requesting activities wiU submit Job Orders
(GSA Forms 1354), along with detailed plans and specifications,
to the DoD building management representatives designated by
the ASD(A). Requesting activities %&U not submit Job Orders
direct to GSA representatives. The DoD building management
representatives will (a) review the alteration Job Orders to
determine necessity, practicality, and conformance to established
policies and standards, aml (b) transnd.t approved orders to
GSA. However, DoD buildlng mmagement representatives will
submit all orders estimated to cost over $2~,000 to the ASD(A)
for review and approval prior to transmission to GSA.

Milsttuy Controlled Space. Requests for tenant aerations,
building additions, conversions, etc., will be processed in
accordance with the provisions of DoD 4270 .1-M and DoD
Directives 7040.2 and 427!) .24 (references (h), (i), and
(J) ) .

Temporary, Leased, ami Umolete 3uildings. Tenant alterations
In temporary, leased, and obsolete buildings will be made on a
strictly au&re basis. Only minimum necess~ dlteratlons will
be undertaken constatent with the terms of the leases Involved
or with the pro~ected lAfe spans of temporary or obsolete
buildings. lUo special type facilities such as auditoriums,
briefing rooms, data processing machine rocms, or cammnica-
tione factlltie6 will be cobstructed or inatalkl without the
approval of the CMSD(A). (Actlvlties requir%ng special type
facilj.ties will., to the madmum extent po6sible, be located
either in permanent _ buildiw6 or where such facilities
already exist. )

*

*

6
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5. Plumbing Facilities. Because of the expense involved
and the fact that of necessity the character of office
space is radically changed, no plumbing facilities will
be installed in Department of Defense occupied space
except for P-1 category offices. No kitchens or utilities
or fixtures associated with the preparation and serving
of food will be installed except for P-1 offices. +y of
the foregoing installations for P-1 category offices will
be subject to the availability y of funds authorized for use
for such installations and, because it may be necessary
to run utility lines through offices occupied by other
Defense organizations, no construction will be initiated
until necessary clearance with OASD(A) is obtained.
This does not preclude the use in DoD occupied space of
employee provided coffee pots which meet all applicable
fire and safety regulations where adequate electrical
power and outlets are already available.

6. Standard Construction. Standard construction methods
and materials will be used throughout DoD occupied
space except in P-1 category spaces and in special
areas where functional requirements require or justify
deviation from the standards.

F . Moves

Moving of DoD Components within the NCR is accomplished
either by movers under the control of the DoD Components,
or GSA employee or contract movers. However, when
moves of fifty (50) or more persons are contemplated,
either within multi-occupancy buildings or between build-
ings, verbal notification will be provided to the Space
Management Branch, OASD(A),  prior to scheduling the
moves.

VI. EFFECTIVE DATE AND IMPLEMENTATION

This Instruction is effective immediately. Two (2) copies of each
implementing document shall be forwarded to the ASD(A) within
sixty (60) days.

d2’zL#F
Assistant Secretary of Defense

(Administration)

Enclosure - 1
DD Forms 1450 and 1450-1 (Revised)
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S. UMT EQUWUENT h items d fwmhre ad eqqmmt bussed

iu%=II=c=VwsP-*d =eoot-is-f  tomycae=wk  stamn.

i.e., ticues, .a~, office mubirn.  tafu, fifes, tables. etc.. d
nwsd  uc188ivdy  by am indi~

6. MMN3STRATIVE  WPPORT SPACE All dfice type spm not
classified eitbet 8s private GS w dfii spue.  ● .c., confefen~  moms.
mail M, traiti; m, file -, tecqtkm roams,  duplic~ion  m.
swph -s, 3ibmrie8  (excqt fixed stacdd, etc.

3. GENERAL fhda “Aukt&nl FutmIs”, b ~k
special -mBctiOa. Secuity,  adjscuq. &. Attaa pltinent  m-
tiam Cbmt8.

Bwkuse,  13x 33
&10bc88e,  ulitized. 22 x 3.s
Cab=t, stmm~e  and wwdmbe, 18 x 24
Cabinet, st0r*A9ardmke.  ls x36
hbinet,  storase  and wwdrctbE  , 24 x 36
CabiOet.  Smialery.  181 M
Csbinet. filiig,  letter s-. 3S x 2S
Cddlet,  fifin~ l-d size. 18 x 2s
Cab&et,  filing, s8fe, 19 x 22
C*W, filin& map d ph. 36 x 4s
Gb*. fihg, Mo Bad plal, 36 x 60
Ch*ir.  si&
Chir, IOuOge
C08t9mcr
Creden=lssfi

kker, clatbing.  18 x 21
~. Cming, 26 x 21
Safe,  eae door, 21x 23
salt. OeedOOf.  27x27
Sale, twdaar.  42x36
Sofa
Std , Dicti.muy
Stmd. office ~, 16 x IS
StA, affke mubine, 18 x 34
Staid,  dfice mubiae. 24 x 36
T&k, 14 x 26
TAke. 24 x 36
Tabfe, 34 x 45

Tabk,34 x60
Tabfe. X x 72
Valet Rack,  ~ X 20
Vdd Rack. 51 x 30

6
4
6
9

11
~

6
7
8

20
25

4-6
10
4
9
s
9
8

10
18
30

4
3
5
6
3
6

12
1s
la
6
8
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PART II . DCTAILCD WACC REOSJIREMENT1 1
(SEE INSTRUCTIONS ON REVERSE Of DD FORM lm) I I 1
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